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1.0 INTRODUCTION 


1.1 Introduction 


A major component of this course is the final report you will have to 
prepare. You will work in groups for this report, deciding on a topic, 
doing the research, layout, visual aids, etc, together. The report itself will 
be written as a group. The final report consists of the following elements: 


The project proposal. (Due End of Week 6) 

The progress report. (Due End of Week 9) 

The final report itself. (Due End of Week 13) 

The oral presentation. (Weeks 12 and 13) 

Peer evaluations. (To be handed in directly to the lecturer in Week 
13 - or else 5% off final grade) 


All of the elements will be completed as a group, with the exception of the 
peer evaluation that is to be submitted individually. The proposal, 
progress report and oral presentation will be graded as assignments, while 
the report itself is marked as 30% of your final grade. Please note the 
importance of the peer evaluation forms. Your grades for each 
element are based on how much you contribute to these elements. These 
peer evaluation forms will be submitted when you do your oral 
presentation and are kept confidential. It is important that you be 


honest when completing these forms. 


This package contains the following: 


Group listing 

General Information. 

List of Possible Topics. 

Proposal Planning Guide. 
Proposal Checklist. 

Sample project Proposal. 
Progress Report Planning Guide. 
Progress Report Checklist. 
Specifications for the Final Written Report. 
Report Planning Guide. 

Long Project Checklist. 

Team Member Evaluation. 
Project Grading Scheme. 

Oral Report Checklist 

Oral Report Grading Scheme. 
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1.2 Preparation of the Final Project 


A few important points should be noted before you begin to research 


your topic for the final written report: 


e Prepare by reading the relevant chapter of your text which teaches 


how to conduct research and shows five different research methods. 


e Many engineering topics involve the_solutions to problems or the 
feasibility of a particular topic. Engineers do just that: they 


determine practicality and solve problems. 


e Suggested topics for the term report are given at the end of this 
section. Your team can explore whatever aspect of the topic chosen 
as it wishes. Remember that the team still has to formulate its own 


report title, one that is content specific; that is, one that is specific to 
the team’s particular report. 


e Very often, what sounded like a good idea at first proves to be 
unworkable or even wrong. Don’t worry if, during your research, you 
discover that something isn’t very good after all. Engineers must 
report on what they find or conclude, even if the results are 
negative. 


e As ateam you must evaluate the topic. Your report is to discuss 
the technological changes that have occurred in the topic area 
in the past fifteen (15) years. You must include commentary on 
the social and environmental impact of the changes and on new 
problems that may have arisen because of the changes. This means 
that the report must do more than merely describe the technology’s 
design and operation (which any technician can do). The team must 
be careful that it looks at the technology’s positive and negative 
features; its particular applications and technological benefits; its 
impact on society and technology; and its usefulness as opposed to 


its expense and/or complexity. 
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e Whatever topic it has chosen, the team must ensure that its 
approach is from the engineering point of view; in other words, 
concentrate on the technology itself and evaluate it according to 


technical criteria such as size, speed, accuracy and time. 
Once your group has picked a topic, you must then: 
¢ Do some research in the library so you know which books, journals 


and magazines are available; always look for recent publications 
(that is, the last 5-10 years). 


e Look for an article on your topic; it should be between 5-8 pages in 
length. Check the articles in magazines like IEEE Spectrum, 


Engineering Digest, or Scientific American since these are good 
articles of the right length and difficulty. 


e Having found your article, photocopy it, properly document it and 


then submit it to your team to review. 


e Check the availability of each source you have found for the Data 
Base; that is, include the location and call # for each book and 
article. Check Interlibrary Loan if the source is only available 


elsewhere (such as another University). 
¢ Copy down all relevant bibliographical information. 


e Write a short summary of each source (3-5 lines long), indicating the 
topics covered (check the Table of Contents, if a book, or the Heads, 
if an article); the inclusion of up-to-date sources (check the 
bibliography or the reference section); and the author’s approach to 


the topic (check the introduction). 


e Of those sources which are readily available, read as many as you 


have time for so you have a deeper understanding of the topic. 


e Find out if any of the engineering professors are working on, or 


know about, the area you will be studying and reporting on simply 
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inquire at the appropriate department office, get a name and arrange 


an interview. 


This kind of research is necessary, since all of you will begin to work on 
the Team Proposal. And remember that the Team Proposal must be 
presented from an engineering point of view and that the team’s 


approach to the topic must be evaluative. 
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Your team will decide which approach, or combination of approaches, it 
will explore. The basis for the decision should be the team’s interest in 
the approach and the team’s knowledge of the topic. Additionally, 
choose an approach that will be interesting and complex enough to 
warrant a collaborative effort but which will, at the same time, be 
straightforward enough so that the team can in fact finish the project 


within the time frame. 


In the Team Proposal, along with the evaluation guide, the team 
establishes the purpose, the problem to be addressed, the database 


available, the work schedule and the proposed outline. 


The Team Proposal should try to convince its readers that the approach 
to the topic is worthwhile and workable. Your professor will read and 
evaluate the Team Proposal according to its style, format and content, 


and may offer comments as to feasibility. 


1.3 Suggested Topics 


The following is a list of suggested topics. Recall that your report is to 
discuss the technological changes that have occurred in the topic area 
in the past fifteen years. You must include commentary on the social 
and environmental impact of the changes and on new problems that 


may have arisen because of the changes. 


Integrated Circuits Antennas 

Space Travel International Space Station 
Digital Electronics Microprocessors 
Robotic Design Composite Materials 


1.4 Other Topics by Engineering Disciplines 


TRANSPORTATION AND AUTOMOTIVE ENGINEERING - more 
specific areas you could research are: 


- traffic flow and capacity: problems and solutions [e.g. the feasibility 
of the intelligent highway system]; design of roadways; solving the 
parking problems downtown. 


- specific innovations like LRT technology [e.g the feasibility of Light 
Rail Transit in Kuala Lumpur]; transportation technologies and modes 
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the electric car; car batteries, safety features in cars [e.g airbags] 
the use of composites 


alternative fuels 


ALTERNATIVE ENERGY SOURCES - more specific areas your could 
research are: 


wind energy [e.g specific applications such as farms, remote areas] 


solar energy [e.g. specific applications such as commercial/residential 
buildings] 


thermal energy [e.g specific applications such as geological deposits, 
“hot rocks”, power grids] 


nuclear energy (e.g. specific applications such as medicine, power 
grids] 


inovations such as methane or ammonia used in a specific application 
(e.g fuel or power source] 


RESOURCE MANAGEMENT AND GEOLOGICAL/ENVIRONMENTAL 
ENGINEERING - more specific areas you could research are: 


water resources [e.g water distribution system; water quality and 
treatment; flood control; groundwater contamination] 


waste management [e.g radioactive nuclear waste, municipal waste, 
agricultural pesticides, mining waste] 


mining technology [e.g. automation in the mining industry; 
equipment; blasting; smelting]’ the ‘chunnel’ 


environmental engineeirng [e.g oil spills, PCBs; nuclear waste 
disposal; composting; agricultural pessticides; pulp effluents; 
automotive pollution; industrial polution] 


agricultural engineering [e.g greenhouses; grain drying and storage; 
food science technology; such as irradiation of food; stubble buring] 


LASER TECHNOLOGY -specific areas you could research are: 


laster in manufacturing 
lasers in space 
robotics 

lasers in medicine 


ELECTRICAL AND COMPUTER TECHNOLOGY - specific areas you 
could research are: 


artificial intelligence; virtual reality; computer simulations or 
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modeling; information highway networks; computer viruses; library 
technologies 


- specific applications such as space, vehicles, manufacturing, 
transportation, medical diagnosis, flight simulations 


- neural networks; satellites; antennae 
- library technologies; information systems 


- power stations, energy conversion systems, microwave engineering, 
electromagnetic effects 


AEROSPACE ENGINEERING - specific areas you could research 
are: 


- composites 

- designs of aircraft 

- space technology [e.g. rockets, rocket fuels, satellites, rocket 
propulsion]; the Challenger accident [and solutions to the problems 
causing the accident] 


- air traffic control [e.g. computer system, landing systems] 


MECHANICAL/INDUSTRIAL ENGINEERING - specific areas you 
could research are: 


- robotics, CAD/CAM 
- nuclear energy 
- manufacturing technologies 


- construction and building technologies [e.g. heating system, air 
conditioning] 


- ergonomics 
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2.0 THE TEAM PROPOSAL 


2.1 Introduction 


This assignment has four basic purposes: 


¢ To enable your team to explore an engineering topic from an 
engineering point of view (specific technical focus and defined 


technical issues). 


e To enable your team to plan the written report according to a viable 
structure.(the outline, the statement of purpose and problem 
defined). 


e To enable your team to plan ahead so you can complete the project 


on time (the Gantt chart, the schedule of meetings). 


e To provide your instructor with the information needed to help your 


team produce a high quality document (database, illustrations, etc.). 


Remember that the function of the proposal is the suggestion of an idea 
or a study, or the presentation of a proposed solution to a problem. As 
such, the Proposal will always be written BEFORE you actually begin 
the project (although you will have drafted a plan). A Proposal is a 
forecast of what you expect to find or hope to find. Here, you present a 
detailed plan; that is, how you intend to proceed should the Proposal be 


accepted. 


Therefore, you must persuade your readers that your Proposal is both 
worthwhile and workable. That means that you must provide enough 
specific information for the readers to make an evaluation, and you 
must present that information in a coherent and stylistically precise 
way for the reader to be convinced that you can indeed do what you say 


you will. 
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So, now that you have chosen a topic, an approach and a focus, you 
must put some of your ideas in writing. You propose to undertake a 
project that will both report the facts on a topic and interpret or assess 


those facts. 


Your proposal must include the components discussed in the next 
section (Section 2.2). You will use all of these components as your 
headings, properly formatted. Note that each group member is 
responsible for coordinating one or more sections of the Team Proposal. 
However, each team member will be responsible for researching the 
topic and looking for possible illustrations. Individual team members 
should be providing information as it is needed (or requested) for each 


section of the proposal. 


2.2 Proposal Specifications 


Your team must submit a typed, double spaced, formal Proposal for 
uninformed but interested readers. It must be in the form of a letter 
(format we have discussed in class). Your instructor will read your 
team’s Proposal and assess its merits as a possible team project. The 
proposal should be not longer than 5-8 pages. Along with the Project 
Title in the “Re: line”, you must include the group number, and the 


names and student numbers of each group member. 


Your proposal must include the following components, which you will 


convert into proper headings, properly formatted: 


Background: 


e Demonstrate a clear purpose in undertaking the project (and be 
stated in a complete sentence). 

e Establish the validity of your purpose about the topic by reporting on 
the results and conclusions of your investigation, study or 
examination. 

e Clearly indicate why you chose to do this topic. 

e Show which technical issues, problems or questions the topic 
addresses. 

e Show why, in specific terms, the topic is important. 

e Show how the topic solves a problem (or solved it in the past). 

e Show any problems the topic creates. 
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e Account for any constraints which have blocked or will block its 
implementation. 
e Account for any constraints which affect the topic’s usefulness. 


Proposed Project 


e Show how you propose to structure the final written report (i.e., 
Major headings and minor headings) 
e Tell how you intend to write the report and what it will contain. 


Project Schedule 


e Show that you have a work schedule in place that is comprehensive, 
feasible and properly formatted. 

e Include a Gantt Chart. 

e Highlight the team’s proposed meeting schedule for the duration of 
the project along with the topics to be included, what needs to be 
done and by when. 


Resources 


e Demonstrate that recent and authoritative information is available to 
you. 

e Include complete bibliographical information for your sources, if you 
have it yet. 


List of Possible Illustrations 


e Include the location, source, kind of illustrations, and _ their 
appropriateness to the topic 
e Indicate their placement and integration into the text. 


Conclusion 


e Write a relevant concluding statement. 


Finally, other tasks to be completed are the following: typing/word 
processing, photocopying/printing, formatting and layout, binding, etc. 
These tasks can be assigned as the need arises and as individual team 


members have the time to handle them. 


2.3 Sample Proposal 


A sample project proposal is shown in Appendix A. This will give you an 
idea of what is expected. Please note that the headings are slightly 
different from what has just been presented. You must have your 


headings as just discussed in Section 2.2! 
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2.4 Team Proposal Requirements 


You are required to hand in the following for this part of your 
final project: 


1. The final draft of the proposal. 

2. One draft of the proposal which has been reviewed by 
another group. 

3. A completed Planning Guide. 

4. A completed Checklist. 


A Proposal Planning Guide and a Proposal Checklist are also 
included in Appendix A for your use in preparing this element. A 
sample marking scheme for the proposal is also included in 
Appendix A to give you an idea as to how the proposal will be 


graded. 
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3.0 THE TEAM PROGRESS REPORT 


3.1 Introduction 


The purpose of the progress report is to enable the instructor to learn 
how you are progressing with your project. It will also help the 
instructor to identify areas in which advice or assistance can be given 
that would be helpful. 


3.2 Progress Report Specifications 


The progress report must be written in a letter format (the format 
discussed in class) and must be typed double-spaced. It should include 


the following sections: 


Introduction 


e¢ To familiarize your instructor with the topic. 


Accomplishments to Date 
e Briefly identify what has been done to date (the major tasks). 
e How far you have progressed with the major tasks. 


e Are you on schedule according to your Gantt Chart? 


Problems Encountered 
e List any problems you may have encountered and how they were 


overcome, or what you plan to do to overcome them. 


Activities Remaining 

e List the remaining tasks/activities your group has yet to do. 
e List who will be doing them. 

e How will you accomplish your goals? 


e Can you finish on time? 
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Conclusion 
e Summarize your project to date; whether you are on schedule and if 


you foresee any major obstacles. 


Recommendations 


e Make any necessary recommendations for the instructor. 


3.3 Team Progress Report Requirements 


You are required to hand in the following elements of your Team 


Progress Report: 


. The final draft of your progress report. 
. One draft copy of the progress report. 
. A completed Planning Guide. 

. A completed Checklist. 


mwWN = 


A Progress Report Planning Guide and a Progress Report Checklist are 


included in Appendix B along with a sample Grading Scheme. 
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4.0 THE FINAL WRITTEN REPORT 


4.1 Introduction 


Any project will have specifications that should be strictly adhered to if 
the project is to be successful. If they are not strictly adhered to, the 


document cannot and will not be accepted or evaluated. 


Most companies and federal institutions insist on a standard format 
precisely because of the frequent need to convey information efficiently. 
Of course, variations are possible, but these variations will depend on 
audience and purpose. Even the number of parts any given report will 


require will depend on audience and purpose. 


The overriding purpose of your final written report will be to: 


1. Report the facts about the topic, and 


2. Interpret these facts; that is, evaluate them. 
The engineer always has this dual function. So, like the lab report, the 


final written report must tell the reader both what you found and what 


those results mean. 


The first specification to be met, then, is crucial: the final written 
report must both report and assess. 


4.2 Specifications 


Now let’s turn to the specifications governing the parts of the report. 


Typically, a report is made up of the following sections: 
1. Preliminary section of the report 


2. The body of the report (a division, not a heading) 
3. The supplementary section of the report (appendices) 
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When the mechanics of a report are mentioned, it typically refers 
to paper size, font, font size, line spacing, etc. These are 
discussed in the following sections. 


4.2.1 Preliminary Section of the Report 


The preliminary section of the report includes the following: cover, 
cover label, title page, letter of transmittal, table of contents, list of 
illustrations (or drawings), list of definitions (if necessary) and the 
abstract (or executive summary). The requirements for each are 


discussed in the following sections. 


1. Cover 
Binds the report and protects the report - in other words, it 


ensures that no pages are lost or damaged. 


2. Cover label 
Includes, and in this order: 


The TITLE of the report 

The authors of the report and their roles 
The group number 

The date of submission 


3. Title Page 
The title page identifies the report and the authors - like the 
cover label, it will include the title of the report, the authors and 


their roles, group, the date of submission 


The title itself must accurately describe the entire report - it 
should be specific to that report. It is like a summary in one line 
- but complete sentences or rhetorical questions are 


unacceptable. 


The title page is page i - but no page number ever appears on 
the title page 
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4. Letter of Transmittal 
This is page ii - centred, %” from the bottom of the page. The 
letter of transmittal formally ‘hands over’ the document to the 


person requesting it. For example: 


Mr J P Burak 

Dean of the Faculty of Engineering and Technology 
Sedaya College 

56100 Kuala Lumpur 


The purpose of this letter is to indicate what the content of the 
document is and highlight areas of interest to you and the reader. 
It also identifies the team members and the sections for 


which they are responsible 


5. Table of Contents 
This is page iii - centred, *%4” from the bottom of the page. It 
includes everything that follows it (Lists, Abstract, Major 


Headings, Appendix Headings). The Table of Contents for this 
handbook is an example of what yours should look like. Give only 


the major divisions and subdivisions 


Note that the headings listed in the table must exactly 
duplicate the headings to be found in the text itself - they 
must be exactly alike, word-for-word, comma-for-comma (because 
heads are the reference for your reader) - so, make them easy to 
find. They are an indication of the report’s organization (what is 
discussed and where). The table of contents must include page 
nhumbers (see the Table of Contents for this handbook as an 


example). 


6. List of Illustrations 
This is page iv, centred, *4” from the bottom of the page. Similar 
to the Table of Contents - give the illustration number, the title of 


the illustration and the page on which it is to be found. 
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Give the figures first, with Figures as your subhead, and then 
the tables (with Tables as the subhead). Tables are anything in 


columns and rows and are numbered as Table No. 1, Table No.2 


etc. The illustrations (or figures, or drawings) are everything 


else - numbered 1,2,3,4 . This includes maps, charts, drawings, 


diagrams, photos. (See an example of a List of Illustrations at the 


end of this section) 


7. List of Definitions (if necessary) 
This is page v. Here, you give the term at the left margin and 
then define briefly but completely in a sentence or two. You must 
indent the definition away from the left margin so that it can be 
easily seen and easily found later. 

8. Abstract 
This will be page v if there is no list of definitions, or vi if there 
is. The abstract has a separate page and separate heading 
(Abstract). 


Summary of the Preliminary Section 
The parts to be found in this part of the report: 


e The heads are not numbered (as the textual heads are) 

e The pages are numbered using little Roman numerals (ii, iii, 
iv) 

e Page numbers are centred, *4” from the bottom of the page 

e This section is not considered part of the report’s text (i.e. the 
page limit). It merely introduces the reader to the report. 


4.2.2 The Body of the Report (a DIVISION, not a heading) 


The body of the report begins with the introduction and ends with 
the Conclusion (or the Recommendations, if there are any). It can 
have many sections in between. The report has a 20-25 page limit, 
which includes only the body of the report. Arabic numerals (1,2,3,4) 
are used for page numbering. The page numbers are placed in the 


bottom centre so they are easy to find. 


There are three overall divisions to the body of the report: 
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e The Introduction - This is the briefing which sets up what follows 
so the reader can understand the evidence and the evaluation. 

¢ The Main Section - This is where the objective reporting of the 
facts happens. Here is where you do your evaluation. 

e The Conclusion - An appraisal of the facts in terms of the purpose 
is conducted and then the conclusion is reached. 


The requirements of each of these divisions are discussed in the 


following sections. 


1. The Introduction 
This is page 1. The page number is centred, *4” from the bottom 
of the page. The introduction is typically brief and less than 1 
page in length. The main heading is Introduction. It can also 


have subheadings if necessary. 
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2. The Major Sections/Evaluation 
Fach section needs a main heading and should be further 
subdivided into subheads as needed. This handbook has sections 


with main headings and subheadings. Please note the format. 


As well, note the consistency between what appears in these 
sections and what has been given in the Table of Contents - same 
numbering, same words, same punctuation, etc. - it is only the 


location which will differ. 


In this section is where you present the evidence which supports 


the purpose of your report. 


3. The Conclusion 
This is a summary of the report and includes the purpose and the 
problem, the main facts and the conclusions the report reaches. 


It is here that you must evaluate the topic. 


If you are writing a recommendation report then this section will 
have ‘Conclusions’ for a head and the final section will be 


‘Recommendations’ (which tells the reader what action to take). 


4. Recommendations (if any) 


These should be included only if the reader must implement your 
ideas or act in some way on the information you have included in 
the report. Most of the reports done for this subject (1306 


Technical Communication) will not have this section. 


Note that ‘further study is needed” is not a recommendation 
unless you tell the reader how to do this further study. It is more 
an observation than a recommendation. Also note that while a 
conclusion states a fact that follows logically from the 
data/evidence, a recommendation calls for action based on the 


fact and/or that conclusion. 
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4.2.3 The Supplementary Section of the Report 


This section includes the endnotes, bibliography and appendices (if 
needed). It follows the Conclusions (or the Recommendations, if any) 
and uses Arabic numerals (11,12,13) for the page numbering. It is not 


included_in the 20-25 page limit. Note that each division of the 
supplementary section has a separate page and a separate head. 


1. Endnotes: 


Here you acknowledge the author’s own words from another 
source (if you have directly quoted them or referred to them in 
the text itself) - or you can also acknowledge the source of a 
diagram or an idea. You can even use endnotes to provide 


definitions or additional information. 


Endnotes must be numbered sequentially - in the text_and in the 


endnotes _ section. In the text, the endnotes are numbered in 
sequence with the endnote number slightly raised above the line: 
e.g., ...end of the sentence. ' 
In the endnotes, the corresponding endnote number is at the left 
margin, followed by the bibliographic information 
e.g.: 1. R.B. Boyd, Fibre Optics Today (Toronto:Prentice- 
Hall, 1993) 
P. 361 


Your textbook has additional information on the use of endnotes 


and/or footnoes. 


2. Bibliography: 


The Bibliography follows the endnotes, but in a slightly different 


format. You must include every work cited or consulted, 


including interviews, in your bibliography. The sources must be 
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arranged alphabetically - with the author’s surname first, as 


shown below: 


Boyd, R.B. 1993. Fibre Optics Today.Toronto: Prentice-Hall, 
pp.95-401. 


3. References 


Instead of using the endnote/bibliography method of referencing, 
you can use the more common method of documenting sources 
that most engineers use. With this method your list of references 
is in alphabetical order by author’s name. In your text you 
reference your text to the correct source by using the author’s 


name. For example: 


“Reviews of earlier works on those subject can be found in 
Sekiguchi (1985) and in Yin and Graham (1989).” 


These two references are listed in the Reference sections as: 


Sekiguchi, H. 1985. Constitutive Laws of Soils. 
Proceedings, 11” international Conference on Soils, San 
Francisco, U.S.A. 

Yin, J.H. and Graham, J. 1994. Equivalent Time and One- 
Dimensional Elastic Viscoplastic Modelling of Time- 
Dependent Stress-Strain Behavior of Clays. Canadian 
Geotechnical Journal, 31: 42-45 


4. Appendices 


You may or may not have an appendix, or appendices in your 
report. Appendices are simply additional information and are not 
vital to the text itself . Anything significant must be included in 
the text. 

Usually, whatever is in an Appendix is highly technical , although 
you can use an appendix to provide more detailed information, 


descriptions and diagrams of an object or a process 
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If you have only one appendix - you will simply label it Appendix 
and then give it a title as you would for any section in the report. 
If you have more than one appendix - each must be given a 
capital letter along with the title: 
e.g. 

Appendix A: The Conventional Carburetor System 


Appendix B: The Stage Five Carburetor 


If you do have an Appendix (or Appendices) you must refer your 
reader to it in the body of the report, as has been done in this 
handbook. However, be careful of tone - don’t issue commands 
to your reader (e.g., see Appendix A). Instead refer to at by 
saying “as shown in Appendix A” or by putting in brackets 
“(Appendix A)”. 


4.2.4 Summary of the Different Sections of a Report 


1. Preliminary section 


- Uses ii, iii, iv for page numbers 
- Title page - page i - but no number on the page 
- Page numbers are centred, *4” from the bottom of the page 


2. Body 


- Uses 1,2,3,4 for page numbers 
- Introduction is page1, centred and *4” from the bottom 
- Page 2 (etc) - bottom centre of each page 


3. Supplementary 


- Pages 11, 12,13,14, etc 
- Includes endnotes, bibliography (or references), appendices 
- Page numbers are bottom centred 


Please note that few, if any, readers look at what you have included in 
the appendix. Table No.1 shows how frequently different sections of a 
report are read. Therefore, because of the number of reports to be 


marked - the appendices will not be graded. 
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Table No.1 - FREQUENCY OF READING 


ABSTRACT/SUMMARY = 100% 
INTRODUCTION = 60% 

BODY = under 25% 
CONCLUSION = under 50% 
APPENDICES = under 10% 


4.3 Mechanics 


The following specifications on the mechanics of the report must be 


followed! 


1. Paper 


Use standard A4 size sheet paper in your report. No 
computer print-out sheets are to be used. 

The printing quality must be easily readable - no goofy “p’s” 
and “q’s” and no fancy type (e.g. slanted) or fancy colours. 
The ink should be black and the paper white. 


2. Spacing 


The text should be a minimum 1.5 spacing between lines and 
there should be “double enters” between heads/subheads and 
in the text. 

Use the block format in the report. Do not indent the 
paragraphs; instead, “double enter” between paragraphs. 

Use “triple enters” between sections. However, it is advisable 
to start each new section on a new page to avoid 
overcrowding. 


TYPE/FONT SIZE AND SPACING 
This is a 10 point font, and the spacing is very narrow; in other words, your professor 
would have trouble reading and marking this sample. 


TYPE/FONT SIZE AND SPACING 


If you were to use a 12 point font and the spacing shown in the example 


above (condensed), you can see how cramped the writing looks on the 


page. 


Different spacing affects how cramped the words look on the 


page and spacing also affects readability. 
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Here, too, is a 12 point font, and the spacing has been 
adjusted (to normal). This is easier to read. 


So, when you prepare your documents, keep in mind that you 
need lots of white space and proper spacing between elements. If 
you do remember these simple guidelines, you document will 
invite reading, and you will have avoided both mechanical and 


psychological “noise”. 


3. Margins 


e 1%” margins top and bottom 
e Left margin should also be 1 %” 
e Right margin should be 1” 
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4. Typing 


e The report must be typed on one side of the page only. 

e f[llustrations can either be incorporated into the text - ie., 
included on the same page, where you mention them or on the 
next page; or, 

e They can be included at the end of the main body 
(immediately before the appendices) in a section on their own. 

e There is also the Campus Copy Centre on the campus where 
you can get your report copied and bound. 


5. Cover 


e The report must be submitted in a hard, flat cover- 
transparent, plastic Covers are not acceptable 


4.4 Plagiarism 


Plagiarism is considered an intellectual sin - it shows a disregard for 
the principles of scholarship and academic integrity. For a student 
studying in a professional faculty, it is tantamount to saying “I’m not a 


professional either in my attitude or my work habits” 


Plagiarism is attempting to ‘pass off’ somebody else’s work or 
ideas as you own and you can be expelled for it (one fourth-year 
student at the Univ. of Manitoba failed his whole thesis project in 1989 
because of plagiarism and is subject to severe disciplinary action; he 
might never be a practicing engineer). Plagiarism can be cheating from 


a published work or simply having a friend do work for you. 


Everything you borrow from someone else must be documented, 
and help received must be acknowledged. 


Because students often get confused over what they should be 
documenting, you would be wise to document everything, particularly if 
you are unsure. Usually, however, whatever is general or common 
knowledge need not be documented, but any interpretation of fact must 


be. Facts are from sources - but the organization of those facts should 
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be from the _ writer. Remember that all illustrations must be 
acknowledged. 
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4.5 What Must Be Handed In (The Project File) 


The project file that MUST be submitted includes: 


The final report 

Drafts (both individual and team drafts) the team has submitted for 
peer editing as well as the “nth” drafts the team has worked on, 
along with the “Worksheets for the Final Written Report” [normally, 
the team would work on these during the last Revision Lab: The 
Final Report] 

The recorder’s notes/minutes of meetings, and agendas of meetings 
Any internal reports or memos each team member may write as a 
way to keep the team up-to-date 

The report planning guide 

The Long Project Checklist 

The Team Member Evaluation (should be handed in by each team 
member directly to the lecturer 


These components must be subdivided into the appropriate sections 


and clearly labeled in the project file. A Planning Guide for the 


Team Report as well as a Checklist is included in Appendix C. 


Also included in the same appendix is a sample Marking Scheme 


and the Team Member Evaluation. 
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5.0 THE TEAM ORAL PRESENTATION 


5.1 Introduction 


Now that the project has been submitted, you and your team will have 
to provide an oral summary of the final written report. Like an oral 
technical briefing, the final oral report will provide the following 


information: 


Information about the project itself, its purpose and significance; 
Information about the problem addressed in the report; 

Information about the major points your report considered; and 
Information about your evaluation of the subject and your 
conclusions as well as the success of the team’s collaborative 
process. 


Remember that the function of this kind of oral report is to provide your 
listeners with a clear idea as to what the final written report covered as 


well as your approach to the topic and your evaluation of it. 


This assignment will give you invaluable speaking experience as well as 
important experience in adapting written material to an oral form - vital 
skills both for the engineering student and for the practicing 


professional. 


5.2 Specifications 


Audience: 
Your audience is uninformed but interested, even sympathetic, 


and we represent a wide range of knowledge and interests. 


Format: 
The format for this kind of oral presentation, or briefing, follows 


the standard format for most speeches. 


The project team will be responsible for presenting the final oral 


report. 
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e Each team member should present his/her section of the final 
written report. 


e In addition to reporting on your individual section, each of you 
will also be responsible for one of the oral report’s major 
sections. 


With that in mind, each team’s final oral report should include 
the sections given below, although the order of presentation is 
flexible: 


I. Introduction to the Final Oral Report (One Team 
Member) 


¢ Greeting the class 

e Introduction of all team’s members and the roles of each 

¢ Outline of the topics to be covered in the final oral report, the 
order in which they will be covered and the individual who 
will present each of them 


II. Summary of the Project (One Team Member) 


e Title of the Project 
e Purpose, problem and score of the final written report 
¢ Summary of the major points covered in the final written 


report 


III. The Project: Individual Sections (Individual Team 


Members) 


e The main topics covered in the final written report 
e Discussion of each of the main topics 


IV. Evaluation of the Topic and the Project Itself (One Team 
Member) 


e A fair, equitable and complete evaluation of the project as a 
project; that is, its merits, breadth of scope, shortfalls as 
topic and a report, its strengths 


29 


1306 Technical Communication 
Final Written Report 5.0 The Oral Presentation 


V.Summary of the Team’s Collaboration (One Team Member) 


Meetings and discussions 

Decision-making practices 

Techniques used to ensure equal participation 
Division of tasks 
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VI. 


Conclusion (One Team Member) 


e A complete and concise summary of the points covered in the 
final oral report 

e Invitation to the audience to ask questions 

e Coordinating and leading the question period 


Time Constraints: 


The presentation itself should be at least 20 minutes long 
(minimum). In addition to the presentation itself, the team is 
responsible for conducting the question period after the 


presentation, which should not be longer than 10 minutes long. 


Visual Aids: 


Each team should prepare appropriate visual aids to help the 
audience understand the material. Outlines of both the final 
written report and the final oral report (as handouts or as 
overhead transparencies) are useful. But in this oral report you 
will have to ensure that the audience clearly understands the 
topic and your team’s approach to it. So, try to use visual aids 


that show processes, objects, conditions or statistics. 


The graphics editor (with help from the team) co-ordinates the 
visual aids. Finally, the team decides who will show the visual 


aid and where it will be shown. 


NOTE: 


As before, team members should co-ordinate the mechanics of 
the presentation; for example, by assigning one team member to 
turn the machine on and off. You should also repeat your own 
name and job role as you begin to speak. Just as important, 


though, is that you introduce each other and the next topic to be 
addressed once you are through with your own presentation. 


5.3 Evaluation 
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The evaluation will be based on: 


e The length of the presentation 

e The content and organization (including purpose statement, 
easily followed arrangement, use of transitions, concise 
summary) 

e Delivery (including voice, diction, eye contact, stage presence) 

e Visual aids (including appropriateness and full explanations) 

e Evaluation of the subject 


As well, equal participation in the oral presentation and in the question 


period will also be an important part of the evaluation. 

5.4 Deadline 

The deadline for your team’s final oral report will be given in a 
randomly drawn up list of presentations. Once set, this list cannot be 
changed (except under extenuating circumstances). This list will also 


tell you when you are to provide feedback to other speakers and teams. 


Guides for preparing for the oral report are included in Appendix D 


along with an Oral Report Checklist and a Marking Scheme 
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6.0 CONCLUSION 


This is your chance to do an engineering topic, something you may not get to 
do for a while. So, if you plan your time carefully, and if you plan your report 


carefully, doing this assignment will be easier than you might think. 


In this assignment, you learn something about how to format a report. To 
succeed, you must satisfy the assignment’s requirements or specifications. A 
poor layout will have as much impact on your reader as a poor style of “iffy” 
content. So, take the time to review the “specs” and your own document to 


make sure that you have satisfied them. 


Remember, too, that the preliminary and supplementary sections of the report 
are really “extras” which could be deleted. Consequently, these sections are 
not included in the 20-25 page limit. Only the Introduction, the body of 
the report and the Conclusion need to fall within the limit. And don’t 


put important information in an Appendix, because this will not be graded. 


All in all, there is no excuse for the team to create mechanical noise if they 


have carefully fulfilled the specifications outlined here. 


Finally, this assignment is one reason why many students have said that 
Technical Communication is the most practical course they have taken. 
That is because you are doing something “engineering”: exploring a 
technical subject and then writing about it. And that is exactly what 
engineers do and what you will do when you graduate. For this reason, too, 
some students have even admitted that they enjoyed doing the report! So, 


good luck, and be sure to ask for help when you need it. 
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Sample Project Proposal 


TO: Dr. Geoffrey Hill 
FROM: Janet Atkinson 
DATE: March 25, 1998 


RE: PROPOSAL FOR FINAL PROJECT 


I request that you approve a topic for my final project. I would like to write a 
report for the Medical Records Department of the hospital in Suchan, Ohio, 
my hometown. My primary reader will be Jackie Kirby, manager of the 
department, who has in fact requested that I write the report. 


Background 


The Suchan Community Hospital is a small medical facility serving a rural 
area. Each time a patient is admitted, the Medical Records Department must 
comb through its files to determine when (if ever) the person has been a 
patient in the hospital before. If the person has been a patient before, all 
previous records must be retrieved for the doctor to review. 


This search is laborious because the records are filed according to four 
different numbering systems. Records made from 1957 through 1963 are filed 
by social security number. Those made from 1964 to 1973 are filed by the date 
the patient was admitted. The ones made from 1974 to 1983 are filed by year 
and consecutive numbers. Finally, the records made from 1983 to the present 
are filed in a computerized database system. 


The hospital has recently been getting more patients, so that the Medical 
Records staff is being overwhelmed by the task of searching for patient 
records. And the hospital’s budget is not large enough to allow the 
department to hire another person to help out. Therefore, Ms. Kirby has asked 
me to investigate alternative methods of making all the records more 
accessible. 


Proposed project 


I have agreed to help Ms. Kirby and would like to use my report to her as my 
final project in your course. The overall result I hope my report will bring 
about will be to help Ms. Kirby to select and implement a new system. 


While reading, Ms. Kirby will want to compare the various systems I 
investigate in terms of such criteria as cost, ease of use, ease and quickness of 
implementation. The enabling element of my report’s purpose will be to help 
her to make those comparisons easily. Therefore I will use the following 
outline: 


1.0 Introduction 

2.0 Overview of Present System 

3.0 Technical Discussion of Alternatives 
3.1 Supplementing the Current Database System with a Data Base 
Index to the Older Records 
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3.2Expanding the Current Database System to Include All Records 
3.3Replacing the Current Database System with a new One 

4.0 Costs 

5.0 Implementation 

6.0 Conclusions 

7.0 Recommendations 


The persuasive elements of my report’s purpose will be to make Ms. Kirby feel 
confident that she has discovered the best way to address the records 
problem. Right now, she is uncertain of what to do. Also, I want my report to 
make her trust my ability to work with computer information systems. While 
she wants my help and advice, she is currently a little skeptical that any 
college student having no on-the-job experience can really solve her 
department’s problem. 


Because Ms. Kirby has worked with her department’s computerized system 
since 1983, I will be able to use some computer terms and concepts without 
extensive definitions and explanations. She is also quite familiar with the 
procedures, personnel, and resources in her department, so I can refer to 
these without elaborate explanations. Her advisers will be the four people who 
work with her; though they will be affected by the decisions she makes, they 
know less than she does about the department and computers. 


Project Schedule 


During the upcoming long weekend, I will visit Ms. Kirby to get additional 
information about her department. As I develop my thinking about 
alternatives, I will discuss them with some of my professors. I will visit the 
Medical Records Department to get their reactions before I write my final 
draft. 


Figure 1 shows my schedule for completing work on this project. 
Resources 


My major resource is Ms. Kirby who has already agreed to meet with me at 
least twice before the term ends. She will also let me speak with her staff. I 
have checked with Professor Jarrett and Samuelson, who have both agreed to 
go over my ideas with me. For information on costs, I will rely upon computer 
salespersons. I have two textbooks on database systems, and our library is 
well stocked with the journals I might consult. I do not expect to have any 
difficulty getting the information and help I need. 


Conclusion 


For the past two summers, I have worked as a clerk in the Medical Records 
Department helping out when regular staff members were on vacation. 
Consequently, I am very familiar with the records, their contents, and their 
use. As part of my work as a computer science major, I have taken two 
courses in computer databases, so I am well prepared to deal with the 
technical aspects of the problem. With the help of your technical writing class, 
I will be able to convey my findings clearly and concisely. 
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I am very excited about this project. It will give me a chance to help out my 
hometown hospital by using things I have learned in my major. The type of 
report is one that I will often have to write in my future career as a business 


systems analyst. 
Yours truly, 


Janet Atkinson 
Attach. 
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Task Week Beginning 
3/2 | 3/3 A/T | 4/2 | 4/2 5/1 
3 0 4/6 3 0 7 5/4 1 5/18 


Define Objectives 


Gather 

Information 
At Hospital 
At School 


Develop Ideas 
Organize 
Inform. 
Formulate 
Ideas 
Test Ideas 


Write Rough 
Draft 


Obtain Reviews 


Type Report 


Hand in Report 
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PROPOSAL PLANNING GUIDE 


Topic Due Date 


Overall Purpose 


Reader Profile 


Who are your primary readers? 


Who else might read your report? 


What are your reader’s titles and professional responsibilities? How will they 
influence what your readers want from your report? 


How well do your readers understand the technical, scientific, or other 
specialized terms and concepts you might use? 


Do your readers have any communication preferences you should take into 
account? If so, what are they? 


Are there any other considerations you should keep in mind when addressing 
these readers? 


Readers’ Information Needs 


What will your readers’ key questions be? 
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Readers’ Attitudes 


What are your readers’ present attitudes toward your proposal? What do you 
want them to be? 


What are your readers’ present attitudes toward you? What do you want them 
to be? 


What will be your readers’ initial responses to your proposal? 


Stakeholders 


Who, besides your readers, are the stakeholders in your proposal? 


How will they be affected by it? 


Situational Analysis 


What events and circumstances influence the way you should write? 


Superstructure 


Introduction 
What work do you propose to do? 


Con you help your readers by forecasting the rest of your report? 


Problem 
Why is your proposed project needed (Remember to answer this 
question from your reader’s point of view)? 
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Do your readers already perceive the need for your proposed project, or 
will you have to persuade them of the need? 


What background information do your readers need about your subject? 


Objectives 
What features will a solution to this problem need in order to be 
successful (e.g., low cost, durability, etc.)? 


Product 
What do you plan to produce? 


How will your product work effectively at achieving the objectives you 
identified? 


Method 
How will you go about producing your product 


What do you need to say about your method to persuade your readers 
that it will be successful? 


Resources 
What resources do you have or need to produce your product? 


Schedule 
When will your product be ready? 


When will you perform the major steps involved with creating your 
product? 
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Qualifications 
If your readers will want to know your qualifications, what can you say to 
persuade the readers that you are qualified? 


Management 
If your product is large, how will you organize the people working on it to 
ensure that they work productively? 


Costs 
Are there any parts of the cost that your readers will want you to 
explain? 


What will it cost (if applicable) 


Do you need to say anything to persuade your readers that the costs are 
reasonable? 


Counterarguments 
Are your readers likely to raise counterarguments to anything you state in your 


proposal? If so, what will the counterarguments be and how will you address 
them? 


Visual Aids 


What visual aids would your readers find helpful or persuasive? 


Organization 


What organization would your readers find useful and persuasive? (On a 
separate page, provide a brief sketch or outline to identify the major 
sections and subsections.) 
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PROPOSAL CHECKLIST 


The overall purpose of a proposal is to persuade your readers to approve some 
course of action that you recommend or to purchase a product or service you 
are offering. 


Remember that the headings below reflect the elements of the conventional 
superstructure for proposals. In many situations, some of these elements are 
unnecessary to achieve a proposal's purpose. Additionally, the elements may 
be organized in many ways, depending on the needs and expectations of the 
readers. 


Introduction 


Have you clearly identified the thing you propose to do? 
If appropriate, have you provided a forecast of the rest of your 


proposal? 


Problem 


Have you explained the problem your proposed action will solve? 
____. Have you presented the problem in a way that will persuade your 
readers 

that it is significant to them? 


Objectives 


_____ Have you discussed the features that any solution to the problem 
must 

have if it is to be successful? 

Have you done so in a way that will persuade your readers that a 


solution 

with the features you described would successfully address the 
problem? 
_____ Have you described the features in a way that will persuade your 
readers 


that all of them crucial to a solution? 


Product (often the longest section of a proposal) 


Have you provided a clear overview of your proposed action? 
______ Have you provided enough detail to persuade your readers that 
they fully 
understand what’s involved? 
_____ Have you presented the features of your proposed action that will 
address 
each of the objectives you identified? 
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Method 


Have you described the steps you will follow in preparing the 
solution? 
_____ Have you persuaded your readers that your method will 
successfully solve 
the problem? 
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Resources 


Have you described the resources you already possess that will be 


needed 

to carry out your plan? 

Have you identified the resources you would need to acquire? 
Schedule 

Have you told when your proposed action will be completed and 
the problem 

will be solved? 

Have you indicated when you will perform each of the major steps 
involved 

with carrying out your project? 

Have you included a schedule chart? 
Qualifications 

If your readers don’t know your qualifications, have you persuaded 
them 

that you are competent to complete the project successfully? 
Management 

If your project is large, have you explained how you will organize 
the people 

working on it? 

Have you done so in a way that persuades your readers that your 
team will 

be able to complete the project successfully? 

Have you considered including an organizational chart? 
Costs 

Have you described the costs of your project? 

Have you done so in a way that will persuade your readers that all 
costs 

been disclosed? 

Have you explained any costs that might initially seem puzzling or 

unreasonable to your readers? 

Have you considered including a budget table? 
Reasoning 


your facts 


Have you persuaded your readers that you are reasoning soundly? 
Have you explained, if necessary, the line of reasoning that links 
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and your generalizations? 
_____ Have you provided sufficient evidence, from the readers’ 
viewpoint? 
Have you avoided flaws in reasoning? 
Have you addressed any counterarguments or objections that your 


readers 
are likely to raise at any point in your proposal? 


Visual Aids 


_____ Have you used visual aids wherever your readers would find them 
helpful 

or persuasive? 
_____ Have you designed your visual aids so they are neat, easy to read, 
and 

attractive? 
_____ At the appropriate places in your text, have you directed your 
readers’ 

attention to the visual aids? 
_______ Have you located the visual aids where your readers can find 
them easily? 


Writing Style 


Are all of you sentences immediately clear to your readers? 
Have you varied the length and structure of your sentences? 
Does you prose flow in a way that is interesting and easy to 


follow? 
Format 
Have you used a format that your readers expect or require? 
Have you provided headers or footers? 
Have you used at least one level of heading, if your readers would 
find 


headings helpful? 


Page Design 


Does your page design look neat and attractive? 
Does it provide easy access for readers to specific parts of the 


discussion? 


Correctness 


Do you employ correct grammar, punctuation, and spelling? 


1306 Technical Communication 
Final Written Report Appendix A - Proposal Checklist 


Ethics 


Do you take into account all the stakeholders in your proposed 
project? 
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Team Proposal Marking Scheme 


Team No. Project: 
Names No. of Members (N= ) %Contri- F=NC 
Grade(G) 
bution (C) =(F/100) 
(Mark) 
= = 100% 
d 
2. 
3. 
4. 
5. 
6. 
EVALUATION BY INSTRUCTOR MAX 
POINTS 
VALUE EARNED 
1. Heading 1 
2. Date 1 
3. Inside Address 1 
4. Re: or Subject Line 2 
5. Proper Salutation 1 
6. Proper Format (Block Format) 3 
7. Signature Block 2 
8. Enclosure Notation 1 
9. Double Spaced 3 
10. Page No.s, 2™ page header, etc 3 
11. Proper Heading Format 1 
- Background 1 
- Proposed Project 1 
- Project Schedule 1 
- Resources 1 
- List of Possible Illustrations 1 
- Conclusion 1 
12. Gantt Chart 5 


13. Readability (grammer, etc.) 10 
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14. Reader Centred Communication 10 
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Appendix B 


Progress Report Elements 


e Progress Report Planning Guide 
e Progress Report Checklist 
¢ Progress Report Marking Scheme 
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Progress Report Planning Guide 
Topic Due Date 
Overall Purpose 


Reader Profile 


Who are your primary readers? 


Who else might read your report? 


What are your reader’s titles and professional responsibilities? How will they 
influence what your readers want from your report? 


How much do your readers know about your projects? 


How well do your readers understand the technical, scientific, or other 
specialized terms and concepts you might use? 


Do your readers have any communication preferences you should take into 
account? If so, what are they? 


Are there any other considerations you should keep in mind when addressing 
these readers? 


Readers’ Information Needs 


What will your readers’ key questions be? 
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Readers’ Attitudes 


What are your readers’ present attitudes toward your progress on your project? 
What do you want them to be? 


What are your readers’ present attitudes toward you? What do you want them 
to be? 


Stakeholders 


Who, besides your readers, are the stakeholders in your report? 


How will they be affected by it? 


Situational Analysis 


What events and circumstances influence the way you should write? 


Superstructure 


Introduction 
What work does your report cover? 


What is the purpose of the work? 


What period does your report cover? 


Can you help your reader by forecasting the rest of your report? 


Fact and Discussion 
What should you tell your readers about your past work? 
e Are you on schedule? 


e What have you accomplished? 
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e What work that was planned is not completed? 


e Have you obtained any results that your readers would like to 
know about immediately? 


e Have you encountered any significant problems that your 
readers should know about? 


What should you tell them about your future work? 
e What progress do you expect to make during the next 
reporting period? 


e Do you foresee any problems that your readers should know 
about? 


Conclusions 
Do you need to tell your readers how things stand overall? 


Recommendations 
What action, if any, do you think your readers should take? (Be sure to 
answer this question if your project is behind schedule or has 
encountered significant problems.) 


Visual Aids 


What visual aids would your readers find helpful or persuasive? 


Organization 


What organization would your readers find useful and persuasive? (On a 
separate page, provide a brief sketch or outline to identify the major sections 
and subsections.) 
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PROGRESS REPORT CHECKLIST 


The purpose of this report is to enable me to learn how you are 
progressing with your project. I also want it to help me identify areas in 
which I can provide advice or assistance that you will find helpful. 


Introduction (Goal: to help me quickly recall your project) 


Did you briefly remind me what your project is (one sentence may 
be 

enough)? 

Did you remind me of the audience for your communication? 


Body of Report (Goals: to give me a good sense of how things have gone so 
far, what you plan for the coming week, and where | can help) 


Organization 


Have you organized your report’s body into the following sections? 

e Accomplishment to Date (What you have done so far) 

e Problems Encountered 

e Activities for the Coming Week (What things you will be doing) 

¢ Goals for the Coming Week (What you hope to have 
accomplished by a week from today) 

e Contributions of Each Individual Team Member 


(You may add to or modify this organization if an alternative 
structure will 
help you achieve the report’s goals.) 


Content (these topics do not need to be taken up in the order listed below.) 


_____Have you mentioned all of your major tasks for the past few 
weeks, told me 

the purpose of each one, and indicated how far have progressed 
with it? 

Have you identified problems you have encountered and areas in 


which 
you would like my advice or assistance? 
_____ Have you provided enough detail for me to identify additional 
areas in 
which | might be able to give advice? 
______ Have you told me whether or not you are on schedule (check the 
schedule 
chart in your proposal and include it in the progress report)? 
_____ Have you told me about any change you have made in the 
objectives, 


audience, product or other aspects of your project? 
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Have you given me a clear, specific idea of what you will be doing 
during of 

the next week (activities section) and what you to hope to have 

accomplished by the end that time (goals section)? 
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Conclusion 


Have you included a final statement that lets me know how things 
stand 
overall? 


General Considerations 


____._ Have you organized your paragraphs in a way that makes them 
easy to 
follow on first reading? 
Have you written your sentences in a clear, direct, interesting 
way? 
Have you proofread carefully? 
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Progress Report Marking Scheme 


Team No. Project: 


Names No. of Members (N= ) %Contri- F=NC 


bution (C) = (F/100) 


x= 100% 


EVALUATION BY INSTRUCTOR MAX 
POINTS 
VALUE EARNED 


1. Heading 2 

2. Date 1 

3. Inside Address 2 

4. Re: or Subject Line 2 

5. Proper Salutation 1 

6. Proper Format (Block Format) 2 


7. Signature Block 

8. Enclosure Notation 
9 

1 


Wm N 


. Double Spaced 
0. Page No.s, 2" page header, etc 2 


11. Proper Heading Format 1 


- Introduction 

- Accomplishments to Date 
- Problems Encountered 

- Activities Remaining 


—_ fm fmt fe 
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- Conclusion 1 
- Recommendations 1 
12. Readability (grammer, etc.) 15 
13. Reader Centred Communication 10 
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Appendix C 


Final Written Report Elements 


Final Report Planning Guide 
Final Report Checklist 

Final Report Marking Scheme 
Team Member Evaluation 
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REPORT (General) PLANNING GUIDE 


Topic Due Date 


Overall Purpose 


Reader Profile 


Who are your primary readers? 


Who else might read your report? 


What are your reader’s titles and professional responsibilities? How will they 
influence what your readers want from your report? 


How well do your readers understand the technical, scientific, or other 
specialized terms and concepts you might use? 


Do your readers have any communication preferences you should take into 
account? If so, what are they? 


Are there any other considerations you should keep in mind when addressing 
these readers? 


Readers’ Information Needs 


What will your readers’ key questions be? 


Readers’ Attitudes 


What are your readers’ present attitudes toward your progress on your project? 
What do you want them to be? 
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What are your readers’ present attitudes toward you? What do you want them 
to be? 


Stakeholders 


Who, besides your readers, are the stakeholders in your report? 


How will they be affected by it? 


Situational Analysis 


What events and circumstances influence the way you should write? 


Superstructure 


Introduction 
What reason can you give your readers to read your report? 


What is your main point in this report? 


What background information do your readers need about your subject? 


Can you help your reader by forecasting the rest of your report? 


Method 


Do you need to tell your readers anything about your method to 
persuade them 
that your facts are reliable? If so, what? 
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Facts 
What data, information, and ideas do you possess or did you discover 
that are relevant to your readers? 


Discussion 
What generalizations do you draw from those facts? (Remember to make 
your generalizations from your readers’ point of view.) 


Conclusions 
What is the significance of your facts to your readers? 


Recommendations 
Based upon your conclusions, what do you think your readers should do? 


e Have you encountered any significant problems that your 
readers should know about? 


What should you tell them about your future work? 
e What progress do you expect to make during the next 
reporting period? 


e Do you foresee any problems that your readers should know 
about? 


Conclusions 
Do you need to tell your readers how things stand overall? 


Visual Aids 
What visual aids would your readers find helpful or persuasive? 


Organization 
What organization would your readers find useful and persuasive? (On a 
separate page, provide a brief sketch or outline to identify the major 
sections and subsections.) 
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Checklist 
LONG PROJECT 


The ultimate criterion for evaluating your project is the extent to which it 
achieves its enabling and persuasive components of purpose: 


Does it contain the information your reader needs and desires? 
Does it present that information in a way that is easy for your 


reader to 
understand and use? 
______ Does it affect your reader’s attitudes in the desired way? 
Organization 
____ Have you adapted the superstructure you’ve selected to your 
specific 
purpose and reader? 
_____ Have you organized hierarchically? 
____. Have you grouped together the things the reader will use 
together? 


Have you given the bottom line first? 


Coverage (See Chapter 4) 


______ Have you provided the information your reader needs in order to 
make a 
decision or take action? 
____.__ Have you provided the background information your reader 
needs? 
______ Have you provided the level of detail your reader will find 
sufficiently informative 
and persuasive? 


Persuasion (See Chapter 5) 


Have you argued by focusing on benefits to your reader? 
______ Have you addressed your reader’s concerns and 
counterarguments? 
Have you reasoned in a way your reader will see as sound? 
Have you presented sufficient evidence to persuade your reader? 
Have you created an appropriate (professional) voice? 
Have you persuaded your reader that you are knowledgeable? 


Paragraphs, Sections, and Chapters (See Chapter 7) 
Do you begin with topic statements? 


Do you present your generalizations before your details? 
Do you move from most important to least important - from your 


reader’s 

perspective? 

Do you reveal your organization? 
Do you use forecasting statements? 
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Do you use transitions? 
Do you use headings? 
Does your visual layout help to indicate the organization of your 


material? 
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Writing Style (See Chapter 10) 


______ Have you chosen a voice that is suited to your readers and 
situation? 

____._ Have you expressed yourself clearly and directly? 
Eliminated unnecessary words? 
Put the action in your verbs? 
Kept related words together? 
Used the active voice, except where there’s a good reason 
to use 

the passive? 


Have you emphasized what’s most important in your sentences? 
Have you varied your sentence length and structure? 

___ Have you smoothed the flow of thought from sentence to 
sentence? 

Have you used words accurately? 

____ Have you chosen words with associations appropriate to your 
meaning and 

purpose? 

Have you chosen plain words over fancy ones? 

Have you chosen concrete, specific words? 


Visual Aids (including tables) (See Chapter 11) 


____ Do you use visual aids where they would be the most effective 
means of 
communicating your message? 
Are your visual aids easy to understand and use? 
______ Have you integrated your visual aids into your prose - so that 
your reader 
know when to look at them and what you want to be seen in 


them? 
Executive Summary (See Chapter 8) 


__ Can your executive summary be understood when read 
independently of 
the body of your document? 
Is it 100% redundant with the body of your document? 
______ Does it focus on material that will enable the reader to make a 
decision or 
take action? 


Introduction or Beginning (See Chapter 8) 

Have you told the story of your document’s origin in a way that 
lets the 

reader know how it is relevant to him or her? 


Who asked you to write and why? 
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What problem you are going to help your reader solve? 
What you have done to contribute to that solution? 


Have you included the background your reader needs? 
Have you indicated your project’s scope? 
Have you forecasted the organization of your document? 
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Visual Design 


Have you followed the format in this handbook? 
Have you begun each new chapter or major section on a new 


page? 
Have you used headings in longer sections? 
Consistency 
Do you use a consistent style? 
Do you use terminology consistently? 
Do you consistently use the same page design and layout? 
Have you organized parallel parts of your discussion in parallel 
ways? 
Correctness 
Have you avoided grammatical errors? 
Have you avoided misspellings and typos? 
Is your punctuation correct? 
Ethics 


Have you taken into account all the report’s stakeholders? 
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WRITTEN REPORT - MARKING SCHEME 


Team No. Project: 
Names No. of Members (N= ) %Contri- F=NC 
Grade 
bution (C) = (F/100) 
(Mark) 

1. 

2. 

3. 

4. 

5. 

6. 

== 100% 
EVALUATION BY INSTRUCTOR - 100% MAX 
POINTS 

VALUE EARNED 
1. Use of an appropriate cover 2 
2. Inclusion of an evaluation sheet 1 
3. Inclusion of a proper letter of transmittal 5 
4. Correct title page 2 
5, Proper table of contents 5 
6. Abstract 5 
Ze Sufficient introduction to the report 5 
8. Thoroughness in identifying the problem 10 
9. Continuity and quality of the body the report 10 


10. Collection and presentation of background data 5 


11. 


12. 


13. 


14. 


15. 


16. 


17. 
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Arrival at strong conclusion and recommendation 5 
Sufficient number of graphs and graphics 10 
Quality of graphics 10 
Bibliography - form and content 5 
Use of Referencing 5 
Reader Centred Communication 5 
Form and appearance of report (spelling, 
punctuation, margins, typing, neatness) 10 
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TEAM MEMBER EVALUATION 


The table below should be completed by each team member and handed in to 
the lecturer directly. 


Please fill in the % contribution of each member for each element of the final 
report. Please be honest, since this will be used in determining the final mark 
distribution for each team member for each element of the final report. 

Team No. Project: 

Names of Group Members % Contribution 


Proposal Progress Report Oral Pres. Report Prep. 


1. 


Private and Confidential!! 


This form must be returned to the lecturer in person. 


Name : 
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Appendix D 


Oral Report Elements 


¢ Oral Report Guides 
e Oral Report Checklist 
¢ Oral Report Marking Scheme 


1306 Technical Communication 
Final Written Report Appendix D - Preparing & Delivering Visual 
Aids 


PREPARING AND DELIVERING ORAL 
PRESENTATIONS 


1. Define your objectives. 


2. Select the form of oral delivery best 
Suited to your purpose and audience. 


3. Focus on a few main points. 

4. Make the structure evident. 

5. Use a conversation style. 

6.Look at your audience. 

7.Exhibit enthusiasm and interest. 

ee for interruptions and questions 
-an 


respond courteously. 


9.Accept your nervousness and work with 
it. 


10.Rehearse. 
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DESIGNING AND USING VISUAL AIDS 
FOR ORAL PRESENTATIONS 
1. Plan your visual aids early. 


2. Select the medium best suited to your 
purpose, audience, and situation. 


3. Make sure your visual aids are easy to 
understand. 


4. Activate your visual aids. 


5. Test your visual aids - and rehearse 
with them. 


6. Take center stage. 


7. Display a visual aid only when you are 
talking about it. 


8. Look at your audience most of the time. 


9. Give your listeners something to take 
away. 
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Oral Presentation Checklist 


Your objective in this oral briefing is to provide members of your class with an 
overview of your efforts to solve some problem through writing. This checklist 
is one your classmates can use to help you evaluate your briefing. You can also 
use it to check over your plans for the briefing. 


Coverage 


Did the speaker provide a clear description of the following items? 


______ The situation that needs remedying, including background 
about the 
organization and the problem the speaker addresses? 
The person to whom the speaker has addressed the 
recommendation, including the person’s 


Title? 
Organizational responsibilities? 
Knowledge of the problem and attitude toward 
it? 

Likely response to the speaker’s 
recommendation? 


Speaker’s recommendation and how it solve the problem? 
Persuasive strategy he or she plans to use in presenting the 
recommendation? 


Script 
Did the speaker focus on a few main points? 
Did the speaker make the structure of his or her talk evident? 
Did the speaker use a conversational style, useless another style 
was more 
appropriate for the situation? 
Visual Aids 


Did the speaker use visual aids that were: 


Informative? 
Legible? 
Attractive? 


1306 Technical Communication 
Final Written Report Appendix D - Oral Presentation Checklist 


Voice 


Could the speaker be heard easily? 
Did he or she speak in a natural manner? 
Did the speaker convey enthusiasm for his or her subject? 


Presence 
Did the speaker look at his or her listeners? 
Did the speaker move purposefully, but avoid fidgeting or making 
distracting movements? 
Ethics 
Did the speaker identify the stakeholders in the situation and tell 
how he or 


she would take them into account? 


Overall Advice 


As a reviewer, what do you think the speaker did best? 


What are your major suggestions for improvement? 
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ORAL PRESENTATIONT - MARKING SCHEME 


Team No. Project: 


Names No. of Students (N= ) Contri- F=NC 


bution (C) = (F/100) 


x= 100% 


Evaluation by instructor Max. Marks 
Comments 


1. Introduction of team members : emery 

2. Proper dress of team members De Teas 
3. Statement of purpose - Defined Objectives 5 ——_—_4a..... 

4. Use of visuals - point to important points, 


does not block screen, does not fumble, etc 10  — naa 
5. Adequate number of visual aids LO ee 
6. Quality of visual aids 10 
7. Clear presentation 15 
8. Focused on a few main points. OD. layed 
9. Looked at the Audience Di ee ec eee ce 
10. Exhibit enthusiasm and interest eee 
11. Presentation of an effective conclusion De hae 


12. Continuity of presentation , eT 
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13. Poise and professionalism 2 


14. Team participation (perfect score if all 
participate) i [| enter rere 
15. Use of allotted time TO. gnwons 


TOTAL 100 Mark = 


